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Executive Summary
Employability skills are very important at all workplaces, both for employees and employers. Employability skills make jobseekers employable in the modern workplace and help employers to maintain their reputation, productivity, efficiency, effectiveness and ability to respond to change. 

In the last decade, the top 5 employability skills were politeness, reliability, teamwork, deadline orientation and flexibility. But these skills have changed due to political, economic, social, technological, legal and environmental factors “PESTLE” which, as per Dobbs (2019)[footnoteRef:1] ‘analyses context and covers factors and issues that may be beneficial or detrimental to a business unit and its operations.’ However, this doesn’t mean that employability skills are not as important as they once were although employers are now looking to employ talented people who can adapt to new employability requirements. Holmes (2011)[footnoteRef:2] observes that the most jobseekers’ mistake is to look for employment from their own point of view, without considering the requirements of the organisations they are applying to. 

In the last decade, we have moved from employment to employability. Ashley (2006)[footnoteRef:3] posits, ‘this restructuration is focused upon performance improvement in order to meet customer needs.’ So, skills such as time management, digital competency, emotional intelligence, communication, problem-solving, organisational skills and emotional resilience are really required. 
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Terms of reference
This report was requested by lecturer Melanie Squire on 13th September 2019 and will look at employability skills: 
I. Why are employability skills important to both employers and employees? 
II. How did employability skills change in the last decade? We will discuss if the top 5 employability skills are still the same as a decade ago. We will also look at the factors that caused the change to employability skills. 
III. Our discussion will include what employability skills are required in current employment, covering time management, digital competency, emotional intelligence, emotional resilience and communication. 

Submission deadline: 13th December 2019, by 3pm.   




Procedure 
I have used my lecture notes, one-to-one advice, written and verbal feedbacks, books, journals, articles, the online library as well as my potential to improve my work. ‘Our potential is one thing. What we do with it is quite another’ (Schaefer, 2017)[footnoteRef:4]. [4:  Schaefer, M. W. (2017) Known: the handbook for building and unleashing your personal brand in the digital age, p.69, 1st Edition, Cataloging-in-Publication. ] 





Findings 

There are different definitions to employability skills. According to Sykes (2015)[footnoteRef:5] ‘employability skills are the knowledge and behaviours that lead to successful performance’. Bella (2019)[footnoteRef:6] defines employability skills as ‘the transferable qualifications needed by an individual to make them employable.’ Employability skills are ‘transferable core skills groups that represent essential functioning and enabling knowledge, skills, and attitudes required by the 21st century workplace’ (Roos, 2006)[footnoteRef:7]. [5:  Sykes, G.C. (2015) The powerful pocketbook of CV and application form writing, p.38, 1st Edition, Sheffield Hallam Print Services. ]  [6:  Bella, S. (2019) Innovative trends in teacher education for the 21st century, p.22.]  [7:  Leendert, R. (2006) The effects of career development and recidivism, p.46.] 


Why are employability skills important?
At all modern workplaces, employability skills are very important, because they equip employees to be employable and carry out their role to their best. They prove leadership, efficiency and smartness. These skills ‘are often acquired through some form of training and/or experience’ (Holmes, 2011)[footnoteRef:8]. Possessing employability skills helps the employees to adapt to new employment ideas and to organisational change. This is what Daft and Benson (2015)[footnoteRef:9] identify ‘the adaptation of a new idea or behaviour.’  Morgan (2017)[footnoteRef:10] infers ‘employability skills differ from one workplace to another.’ Employability skills can be applied differently, depending on the need and the sector. In his report, Baumback (2018)[footnoteRef:11] states: ‘A lack of employability skills doesn’t just affect individuals who might struggle to find and succeed in employment without them. A soft skills gap also impacts negatively on organisations struggling to recruit and retain the employees they need to drive their business forward. For example, a lack of interpersonal and communication skills could lead to missed customer opportunities – or business going to a competitor. Issues with time management can result in delays and decreased productivity. And digitals skills are also essential for business efficiency in our hyper-connected world.’ [8:  Holmes, K. (2011) What employers want: The work skills handbook, p.1 Trotman Publishing, Richmond.]  [9:  Daft, R. L. and Benson, A. (2015) Management, p.342, 1st Edition, Cataloguing-in-Publication]  [10:  Morgan, P. (2017) The Business student’s guide to study and employability, p.177 London Sage Publications Ltd.]  [11:  Baumback, J. (2018) The value of employability skills to the UK economy. Available at https://www.seetec.co.uk/employability/insights/value-of-employability-skills-to-uk-economy (Accessed: 09 December 2019).
] 


Employability skills are very important to employers, because they help them keep their reputation, productivity, efficiency, effectiveness and ability to respond to change. In terms of productivity, a report[footnoteRef:12] writes, ‘Employers must be able to train because the skills are needed to support the productive process.’ An employer who cannot adapt to emerging technologies will never be able to face the competition of the computerized business. The other reason why employers need to be up to date with emerging technologies is because they must train, develop and control the employees. They also need to oversee the performance of the employees and equip them with adequate training. An employer must know when and why to employ new staff, especially if they don’t have enough work for them. This requires employability skills, because failure to pay the staff correctly will affect the reputation of the organization.  [12:  Chartered Institute of Personnel and Development (2015) Unlocking workplace skills: What is the role for employers? p.32 Available at https://www.cipd.co.uk/knowledge/work/skills/workforce-skills-report (Accessed: 03 December 2019). ] 


Employers need employability skills to underpin the organisation’s culture, core values and drive growth. They also need to have willingness to learn by buying new ideas. Failure to comply to this requirement, many organizations are closing because they can’t face the competition, especially in the ecommerce sector. Poor communication between employers and employee is one of the causes of many problems at workplaces than anything else. ‘A lot of companies have recognised that they need to adapt their own written communication systems to take advantage of the technology that is available’ (Holmes, 2011)[footnoteRef:13]. This indicates that employers are not exempt from continuous learning, which is one of the most important skills.  [13:  Holmes, K. (2011) What employers want: The work skills handbook, p.64 Trotman Publishing, Richmond.] 

  

Have employability skills changed in the last decade? If so, how?
Yes. Actual employers require more than just being a polite and reliable employee, which was okay a decade ago. Nowadays, many employers are so demanding. In 2010, Walker[footnoteRef:14] stated that employers were accusing the current education system to not producing learners with the skills required for the workplace. But nowadays, all the tools are available to build and unleash ourselves professionally. This confirms that the top 5 employability skills are not the same as a decade ago. This change is due to changing economy and the advancement of emerging technologies. e.g. a decade ago, typing speed was an asset to employment, especially within admin and office sectors. But this is no longer the case, because we’re all using digital screens to type messages, post articles online, browse, etc.  [14:  Nicola, W. (2010) The Business Administration and Finance Diploma: the why, what and where? Pp.24-25, Vol.12
] 


The table below displays the top 5 employability skills a decade before and today:

	2009
	2019

	Politeness 
	Time management

	Reliability  
	Digital competency

	Teamwork
	Emotional intelligence

	Deadline orientation 
	Emotional resilience

	Flexibility
	Communication 



Despite this change, employability skills are still important. In modern workplaces, employers still require problem-solving skills, which is the ability to know what the problem is and what's the cause of the problem in order to set what can be done to bring positive results.  The ability to think logically, to use data is essential as a foundation in all disciplines within the workplace. Designing something new and acting. Employers also need people who can understand and commit to the company's mission and core values. This needs a logical thinking. 

 	‘It takes time to build a deep competency’ warn Moore et al. (2010)[footnoteRef:15]. In the last decade, employees who were encouraged to develop new skills in accordance with the 21st century workplace demand have managed to develop professionally and are now strong leaders, problem solvers and drivers of change and success within different organisations, thanks to apprenticeship, different trainings and teamwork activities. In the same way, employers who managed to comply to new ideas and technology have experienced financial growth and have built a strong reputation, as in the Mark & Spencer case study held in November 2019, where Mark & Spencer developed a new and complex technology for stock management in order to improve customer services and marketing process. This change helped them develop a system to provide and ensure right information available to customers. In the last decade, driving a vehicle was an asset to get employed in Bws Caerdydd, but nowadays, alongside with the driving skills, a driver should be able to read digital information and communicate through the company’s navigation app. This change is due to a changing economy and the advancement of emerging technologies.   [15:  Moore, S. et al. (2010) The ultimate study skills handbook, p.14, 1st Edition, Cataloguing-in-Publication.] 



What employability skills does an employer expect to see in current employment?
‘Employability skills are as important for staff retention as they are for recruitment, and many businesses recognise they have a role to play in ensuring employees have a set of transferable skills to cope with organisational change and shifting priorities’ (Baumback, 2018)[footnoteRef:16] [16:  Baumback, J. (2018) The value of employability skills to the UK economy. Available at https://www.seetec.co.uk/employability/insights/value-of-employability-skills-to-uk-economy (Accessed: 09 December 2019).] 


Modern employers require employability skills such as teamwork, problem-solving, initiative and enterprise, planning and organising, self-management, learning, leadership and analytical thinking, but in this report, we will focus on some of the employability skills covered in lectures: time management, digital competency, emotional intelligence, emotional resilience and communication.  

1. Time management is defined as the ability to control our use of time effectively. Cottrell (2019)[footnoteRef:17] suggests the use of ‘basic tools’ to well organize time. Being able to plan and manage what to do without undue stress and tension is vital to keep good work behaviour, measuring the urgency of how, when and why. Evans (2008)[footnoteRef:18] advises not ‘to make all our tasks high priority, unless we’ve only got three things on our list.’ (e.g. a manager at Primark who receives four loads of Home and Christmas products should absolutely prioritize the Christmas products, because they are best sellers in December.) Moore et al. (2010)[footnoteRef:19] observe that planning, procrastination and perfectionism are three big time management issues. ‘Successful time management will help you become more effective in completing the tasks that you must complete’ (McPheat, 2010)[footnoteRef:20]. [17:  Cottrell, S. (2019) 50 ways to manage time effectively, p.18.]  [18:  Evans, C. (2008) Time management for dummies, p.66, John Wiley & Sons Ltd.]  [19:  Moore, S. et al. (2010) The ultimate study skills handbook, p.135, 1st Edition, Cataloguing-in-Publication.]  [20:  McPheat, S. (2010) Successful time management, p.10, 1st Edition, MTD Training & Ventus Publishing ApS.] 


2. Digital competency: Toscano (2011)[footnoteRef:21] defines digital competency as understanding how technology fits into our lives beyond merely using tools. This is also called digital literacy, which, according to Hovde and Renguette (2017)[footnoteRef:22], involves ‘the ability to use, manage, evaluate, and understand technology.’ So, new skills are required. Employers and employee need a constant learning to adapt to new technologies and keep themselves updated with additional skills. The computerization of the market nowadays requires constant learning of technological awareness. For example, the person who manages self-service in Sainsbury’s requires a different set of skills than the person sat behind the till. It takes to be digitally competent to solve customer problems, reset the computer, and refresh the system.  [21:  Toscano, A. A. (2011) Using I, Robot in the technical writing classroom: Developing a critical technological awareness, p.16]  [22:  Hovde, M.R and Renguette, C.C. (2017) Technological Literacy: A Framework for Teaching Technical Communication Software Tools. Taylor & Francis Press.] 


3. Emotional intelligence is defined by Bradberry and Greaves (2017)[footnoteRef:23] as ‘the ability to recognize and understand emotions, and the skill at using this awareness to manage yourself and your relationships with others.’ It is designed as a panel recognition on how we monitor our own emotions and other people’s. The above authors describe that we have over 400 emotional experiences every single day. Weisinger (2004)[footnoteRef:24] explains that there are five competencies that make up emotional intelligence: Self-awareness, mood management, self-motivation, interpersonal expertise and emotional mentoring. With no empathy, we can’t work in team and build solid bonds.   [23:  Drs Bradberry, T. and Greaves, J. (2017) Emotional intelligence 2.0]  [24:  Dr Weisinger, H. (2004) Emoting intelligently. Thomson Media Inc.] 


4. Emotional resilience is the ability to respond to unexpected stressful situations. ‘Successful interaction at work requires the ability to adapt to emotionally stressful situations’ (Rauschenbach et al, 2012)[footnoteRef:25]. Having emotional resilience skills empowers both employers and employees to handle stressful situations at the workplace. James (2011)[footnoteRef:26] tells a story about a woman who lost her four-year-old boy. She tried aimlessly to recover from the pain by doing photography. She even tried to get back into work, but she’d quit after a couple of weeks, being unable to concentrate. This illustrates how stress can affect our decision making, time management, flexibility, social skills, stress tolerance and even communication!  [25:  Rauschenbach, C. et al (2012) Age stereotypes about emotional resilience at work, p.512 Vol.38 Taylor & Francis Ltd]  [26:  James, P. (2011) Perfect people. P.6 Pan Macmillan Publishers Limited.] 


5. Communication is the process by which information is exchanged and understood by two or more people (Daft and Benson, 2015)[footnoteRef:27]. ‘Communication is a key to understanding’ (Fakhoury, 2019)[footnoteRef:28]. Many studies show that communicating effectively in the workplace is an important element of success for every business. Productive communication builds confidence. Morgan (2017)[footnoteRef:29] states, ‘the way in which we behave through various media – our words, our facial expressions, tone of voice, and so on – will create impressions of us in the minds of others.’ Written communication skills is more important when it comes to writing reports and feedbacks, planning and organising.  [27:  Daft, R. L. and Benson, A. (2015) Management, p.564, 1st Edition, Cataloguing-in-Publication.]  [28:  Fakhoury, M. (2019) The must have skill of the 21st century. Available at https://www.youtube.com/watch?v=RWvllvRbgr8&t=473s (Accessed: 22 November 2019).]  [29:  Morgan, P. (2017) The Business student’s guide to study and employability, p.245 London Sage Publications Ltd.] 








Conclusion 
‘Over the last decade, employers have become increasingly vocal about employability skills: the set of transferable skills characterized as the higher-order thinking skills and personal attributes that employees need to succeed in a work environment’ (Goodwin et al., 2019)[footnoteRef:30].  [30:  Goodwin, J. T. et al. (2019) Can students be taught to articulate employability skills?
Available at: https://www.emerald.com/insight/content/doi/10.1108/ET-08-2018-0186/full/html (Accessed: 11 December 2019).] 

Thus, employability skills are very important, because they make employees more employable and help employers to keep their reputation, success, productivity, efficiency, effectiveness and ability to respond to change. This aids in making more profits and guarantee a smooth running of the organisation. 
[bookmark: _GoBack]For this sake, employers and employees need to constantly comply to new ideas and requirements of the modern workplace and keep themselves up to date in the change. 
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